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Initial RFP 
package prepared

5 days

3 days

Department 
reviews final RFP 

package 

Final RFP, 
advertisement, and 

procurement 
methodology signed-off

3

Department 
identifies need 
and discusses 

with SPD

Department 
submits scope of 

work to SPD

5 days
1A

2

Department 
reviews initial RFP 

package draft

5 days4

5

6

Due date set to finalize 
specifications, budgets, 

and MWDBE 
requirements

5 days

Finalization of all 
requirements 

gathered from 
Department

2/3 days

Buyer submits final 
RFP to Department 

for review and 
approval

1day

SPD Manager obtains 
signature from City 

Purchasing Agent on final 
RFP, advertisement, and 

procurement methodology

2 days
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SPD & Department 
finalize requirements at 
workshop. Both sign off 
RFP project Gantt chart

Initiate RFP 
renewal with 

Department one 
year before expiry

START

New or
Renewal RFP 
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Yes

NoRFP estimate 
over $500K?A
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Required meeting 
with Department 

held

5/10 days

Finalized 
RFP posted 

Pre-proposal 
Conference 

with Vendors

Vendors seek 
clarification of RFP 
details and scope

14/30 days 1 day

15 days

Vendors submit 
sealed competitive 

proposals 

SPD coordinates all 
responses to vendor 
clarification requests 

and questions 

5 days

14 days

Buyer  receives 
sealed RFPs from 

City Secretary, 
opens and checks 
for exceptions or 

other problems

Problems or 
exceptions

Noted?

No

10 days

Prepare brief to 
Legal Department 
on RFP problems 

or exceptions

Receive brief on 
RFP proposal 
exceptions or 

problems

Proposal 
compliance 

checks 
performed

1 day

Buyer facilitates 
evaluation team 

meeting to kick-off 
evaluation period. 
Evaluators sign 
non-disclosure 

statements.
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B

Evaluation team 
conducts independent 
review & selects the 

highest ranked 
respondents

Evaluation team 
selects finalist(s) 

to enter into 
negotiation with 

SPD

10 days 4 days

Department management 
reviews final offer and 

provides recommendation 
for contract award

2 days

 Memo & 
supporting 
documents 

completed and 
sent to Legal for 

contract 
development

2 days

Notice of 
intent to 
award 

contract to 
the vendor

Request for 
Council Action 

prepared in 
collaboration 

with the 
Department 

10 days

2/3 days
25

28
Contract 

and Request 
for Council 
Action sent 
to Council 

Agenda 
Office

Notice to 
proceed & 

copy of 
executed 
contract 

issued to 
contractor

Contract 
documents 

electronically 
compiled

END

7 days 1 day

1 day

29 31

32

30 days

Legal, Department, 
SPD, Vendor finalize 

contract

Vendor provides all 
documents needed to 
finalize the contract

City Council 
approves contract

10 days
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19 21

Buyer coordinates 
presentations/demos 

with short listed 
respondents

10 days
SPD & 

Department 
negotiate with 

selected finalist(s) 

5 days

Make request for 
best and final offer 

(BAFO) from 
finalist(s)

10 days23
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